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SECTION I: INTRODUCTION TO WIC

Inception

Administration

Participant
Eligibility

Revised 7/31/03

The Supplemental Nutrition Program for Women, Infants and Children (WIC)
was established by Congress in 1972. WIC was designed to help prevent the
occurrence of health problems and to improve the health status of women, infants,
and children during critical times of growth and development, with no cost to
eligible participants.

WIC is administered federally by the United States Department of Agriculture
(USDA). In Missouri, the Department of Health and Senior Services (hereinafter
referred to as the Department or as DHSS) receives a grant from the USDA to
administer the Program. Within the Department, the Division of Community
Health (DCH), Section for Nutritional Health and Services (SNHS), Bureau of
Nutrition Services and WIC (NSWIC) is responsible for Program management
and operation. The Department contracts with community-based organizations
and retail grocery vendors to implement the WIC Program at the local level.
Currently, 119 local providers operate WIC clinics in every county in Missouri.
Across the state of Missouri, WIC clinics, contracted grocers and pharmacies
serve the nutritional health needs of over 130,000 WIC participants per month.

Eligibility for Program benefits is determined every six months or at the end of
pregnancy and is based on category, income and medical/nutritional status.

All three eligibility criteria must be met in order to be certified as a
participant for the Missouri WIC Program.

e (Categorical eligibility: Potential WIC participants include infants, children
until their fifth (5) birthday, pregnant women, women who are nursing their
infants, and women up to six (6) months after the end of pregnancy
(postpartum).

e Medical/nutritional health status: Potential WIC participants must have the
following assessed by a qualified health professional: health history,
anthropometric data (i.e., height, weight, and head circumference), blood iron
screening (hemoglobin or hematocrit) and adequacy of diet. Based on this
assessment, if the applicant has a medical or nutritional risk such as low
hemoglobin, abnormal growth, poor dietary intake, high-risk pregnancy or
other conditions that affect or are affected by the adequacy of dietary intake,
he/she is certified for participation in the Missouri WIC Program.

e Income eligibility: Potential WIC participants may have a household income
up to 185% of the federal poverty level. However, participation in other
health, social service or MC+ programs may allow for WIC participation at
even higher income levels.

Page 1 of 39
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Benefits

The Vendor’s
Role

Vendor
Benefits

The Missouri WIC Program provides all eligible women, infants and children
with nutrition education, health care screening and referrals in addition to
supplemental food.

e Nutrition education is what makes WIC unique among other “food” programs.
WIC participants receive nutrition education through one-on-one counseling,
small group discussion and group classes. The nutrition education provided to
participants emphasizes the importance of proper nutrition in good health and
assists each participant in changing dietary habits in an effort to improve
overall nutrition and health status. The nutrition education topics relate to the
participant’s health risk and area(s) of dietary deficiency or concern.

e WIC provides access to health care for families that might otherwise have
little or no contact with health care services. When more comprehensive care
is needed, participants are referred to other health agencies or programs for
assistance.

e WIC foods are prescribed for eligible participants as a supplement to help
meet the special nutritional needs of a very specific population. WIC foods
are prescribed to provide specific nutrients including iron, protein, calcium,
folate, zinc, vitamins A, B6, C and D. These nutrients are critical to growth
and development and have been shown to be inadequate in the diets of lower
income women, infants and children.

e Once the WIC health professional has prescribed the appropriate nutritious
foods, food instruments are issued to the participant. Each food instrument is
an individualized food prescription, listing specific foods and quantities, based
on the participant’s category and nutritional need.

Contracted full service grocery stores, pharmacies and special purchase stores
(herein referred to as Vendors) are an integral part of the success of Missouri’s
WIC Program in improving the nutrition and health status of women, infants and
children. The Vendor’s role in the Program is to provide participants with only
those foods issued on the food instrument, in the specified quantity, brand, size
and type. This serves to provide participants with the specific nutrients they need
and to reinforce the nutrition education received. Following WIC’s policies and
procedures, as outlined in the WIC Vendor Authorization Contract and WIC
Operations Manual: Vendors, WIC participants will receive the nutritious foods
prescribed and vendors will receive payment for the items redeemed.

The Missouri WIC Program is a major purchaser in the retail grocery system in
Missouri. In federal fiscal year 2002, Missouri WIC food instruments valued at
almost $80,000,000 were used to purchase nutritious food. In addition, when a
food instrument is redeemed, a WIC customer may spend additional money with
the Vendor for other non-WIC purchases. Participation in the Missouri WIC
Program also shows a Vendor's commitment to the nutritional health of the
residents in the community in which it operates.

Revised 7/31/03

End of Section I: Introduction to WIC
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SECTION II: VENDOR AUTHORIZATION

Overview

Enrollment

Renewals

Incomplete
Applications

Complete
Applications

Revised 7/31/03

All full service grocery stores, pharmacies and special purchase stores interested
in becoming a contracted WIC Vendor must complete an application. The
selection criteria utilized by the Department is designed to ensure that Vendor
participation in the Missouri WIC Program will adequately fulfill the needs of
participants within a given service area.

WIC Vendor Application

Generally, Missouri WIC Vendor Authorization Contracts are given for a period
of three (3) years. The Department accepts applications throughout the contract
period. Contracts may be issued during the current contract period and all
contracts will expire on the same date. However, the Department reserves the
right not to accept any new applications during the last 120 days of the current
contract period.

The Department will notify all contracted Vendors in good standing, prior to the
expiration of the current contract period, and mail each an authorization
application. Authorization applications must be returned to the Department in the
specified time period. The applicant store is responsible for returning the
application in such a manner that the Vendor obtains evidence of receipt by the
Department.

Incomplete applications will be returned one time only to the applicant for
completion. Incomplete applications returned to the applicant must be completed
and re-submitted to the Department within thirty (30) days from the postmarked
date of the returned application. Applicants who fail to return a completed
application will not be considered for contract authorization.

All completed applications received by the department will be reviewed. The
Department will notify applicants within sixty (60) days from receipt of the
completed application, whether or not the application was approved.

Page 3 of 39
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Authorization
Process

Phase One:

Phase Two:

Phase Three:

Phase Four:

Phase Five:

Phase Six:

Revised 7/31/03

Authorization Process

Each retail store applying for WIC authorization must complete a six (6)-phase
process.

Vendor applicants must complete and submit all the required application forms to
the State WIC office. All information MUST be complete. Refer to page 10 of
application packet for required documentation.

Please assure required signatures are obtained on all forms and send the
completed application to the State WIC office using the address on page 10 of the
application packet.

The application will be reviewed for completeness. Applicants with incomplete
applications will be notified by letter regarding what is missing from the
application.

The State WIC office has 60 days from receipt of the completed application
(and supporting documentation) to review and determine if the store qualifies for
the program.

If all required information meets the selection criteria and the application is
approved, an on-site pre-contract store inspection will be scheduled. The on-site
inspection verifies whether or not the store meets all the selection criteria.

The contract will be sent for Vendor signature. The contract must be signed and
returned for further processing. When the contract with the signature is received
it will be processed for Department signatures. This period may take up to four
(4) to six (6) weeks.

Storeowners, managers, and/or store staff will be required to attend a new Vendor
training session held in Jefferson City, Missouri. Failure to attend this training
will delay the start of the contract. NOTE: Phases four and five may occur
simultaneously.

All owners, operators and managers of full service retail grocery stores and
pharmacies must understand how the Missouri WIC Program operates.
Compliance with all policies, procedures, and regulations of the Missouri WIC
Program is the responsibility of each contracted Vendor.

The contract will be in effect when all signatures have been obtained, training has

been received, the store has received the Vendor identification stamps, and the
store is notified of the date it may begin to accept WIC checks.
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General
Criteria

Defining
Who is a
Vendor
Applicant

Business
Integrity
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Selection Criteria

The Department has established criteria for the selection of Vendor applicants
to whom contracts authorizing the transaction and redemption of WIC food
instruments will be awarded. Every contracted Vendor must comply with all
Vendor selection criteria throughout the contract period. The Department
may reassess a Vendor at any time during the contract period. The
Department will terminate the contract if the Vendor fails to comply with the
current Vendor selection criteria. The Department reserves the right to make
exceptions to the vendor selection criteria to address inadequate participant
access.

Vendor applicants must be either a full service grocery store, pharmacy or a
special purchase store. Grocery stores must stock, at a minimum, all of the
following food groups: fresh produce, fresh and frozen meats and poultry
(luncheon meats and deli meats do not qualify), canned and frozen vegetables,
dairy products, cereals and breadstuffs, and formula, in order to qualify.
Pharmacies shall provide only special formulas, infant juice, and infant cereal.
Special Purchase Stores shall be used only to provide milk in the Missouri WIC
Program.

The Department will consider business integrity when determining eligibility for
selection as a Vendor. Activities indicating a lack of business integrity include
fraud, antitrust violations, embezzlement, theft, forgery, bribery, falsification or
destruction of records, making false statements, receiving stolen property, making
false claims, and obstruction of justice.

The Vendor must have and maintain a positive compliance history with any and
all USDA Food and Nutrition Services (FNS) programs, if currently or formerly a
Vendor for those programs.

The Department will not contract with any Vendor/applicant that has been
currently disqualified from an FNS program during the last six (6) years or if any
of the Vendor applicant’s current owners, officers, or managers are currently
under state and/or federal indictment for, had a civil judgment entered against
them for, or have been convicted of any activity indicating a lack of business
integrity.

The Vendor applicant must be free of any conflict of interest, as defined by
applicable State laws, regulations and policies, between the store and the
Department or its contracted providers. Conflict of interest includes any activities
which would tend to influence a decision, create a bias or prejudice which would
favor one side or the other in conflict with a Department or contracted local WIC
providers employee’s duties, or which conflict with the accomplishment of the
Department’s mission or goals. Examples are as follows:

e Solicitation or other influence for personal reasons or benefits.

Page 5 of 39



Missouri Department of Health and Senior Services
WIC Operations Manual — Vendors

Business
Stability

Pricing

Business

Hours

Minimum
Stock

Sanitation
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e Personal relationships, either of an intimate or financial nature.

e Ownership or significant financial interest in a private business, including
family member(s) within the fourth degree.

e Membership in or serve as a board member of any association or corporation
participating in a program regulated or operated by the Department, such as a
member of a county board of health.

The Vendor must be an established business, open to the public for at least one
year in the current location or must own and operate at least one other Missouri
WIC Vendor in good standing at another location. This condition can be waived
by the Department for a current vendor in good standing that is adding an
additional location.

The Vendor applicant must be registered with the Missouri Secretary of
State if doing business in other than his or her own name. If registered as a
foreign corporation, the owners(s) will identify the state of origin for the
corporation.

The retail prices for WIC approved foods must not be greater than the
Department’s allowable variance from the statewide average prices. Prices of all
WIC approved foods are to be posted.

The Vendor must be open during normal retail business hours and must be open a
minimum of six (6) days per week between 9:00 a.m. and 6:00 p.m. daily. Store
hours must be posted.

The store’s inventory must meet the minimum stock defined in the WIC Vendor
Authorization Contract. The store must have adequate inventory to supply WIC
customers with enough approved foods to fully transact all WIC food instruments
presented. This includes before, during, and after heavy volume of WIC
redemption activity.

Pharmacies and grocery stores contracted to supply medically prescribed formula
do not have stocking requirements for such formulas, but must provide all such
formulas within 72 hours of presentation of a WIC food instrument by a
participant or advance notification of need by a local WIC provider or by the state
agency.

The Vendor must have and maintain a positive sanitation history as evaluated
using the Department’s current food establishment regulations (Missouri Food
Code). A negative sanitation history includes but is not limited to:

e Temporary closings due to unsanitary conditions.

e Documented non-compliance in correcting unsanitary conditions.
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e Current or unmet work orders for corrective action.

¢ On the most current sanitation inspection, non-compliance with the current
food establishment regulations in five (5) or more critical control points.

e During the WIC pre-contract on-site store inspection the following specific
items are checked:

No evidence of excess unremoved rubbish.

Floors clean, swept and free from dirt, grime, filth, and/or excess rubbish.

Floors in good repair (no holes in floor).

No evidence of insects and/or rodents within the store premises.

Garbage or refuse within the store premises is stored (covered) so that it is

inaccessible to insects and/or rodents.

f. No evidence of thawing and then refreezing of foods (cans of frozen juice
frozen together, cans of frozen juice are sticky, frozen packages of meat
frozen together).

g. Foods properly stored and/or refrigerated (frozen foods are frozen and not

soft, no evidence of frost build-up on the freezer case or on the frozen

food items).

Freezer and cooler temperatures meet minimum requirements.

No evidence of food spoilage.

No evidence of outdated milk, eggs, cheese, or infant formula.

No other clearly identified lack of cleanliness or safety.

oo o

Skl

Percentage The Vendor must be operating a full service grocery store at the

of Food Sales applicant/contracted location, which has gross food sales of at least 75% of total
gross grocery receipts, excluding alcohol and tobacco. If either alcohol or
tobacco product sales individually or in aggregate comprise 25% or more of food
sales, a contract will not be offered. Pharmacies and special purchase stores are
exempted from this requirement due to their WIC approved item limitations.

Exceptions The Department reserves the right to make exceptions (waive) the Vendor

selection criteria to address inadequate participant access. However, pricing and
stocking requirements are not waivable, per federal regulations.

Revised 7/31/03 Page 7 of 39
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Application
Denial

Application
Approval

Overview

Revised 7/31/03

Application Denial/Approval

The Department will notify applicants within sixty (60) days from receipt of the
completed application, when denied. Applicants who are denied a contract
cannot reapply for one hundred eighty (180) calendar days from the date of
denial.

The Department will notify applicants within sixty (60) days from receipt of
completed application, when approved.

e For all new applicants who have been approved, the Department must then
conduct an on-site visit to verify the information provided in the application is
accurate. NO contract will be awarded prior to the visit. The Department
does not guarantee a contract will be offered after the on-site visit.

e The contract will be sent for Vendor applicant signature. The contract must
be signed and returned for further processing. When the contract with the
signature is received it will be processed for the necessary Department
signatures. During this period, which may take up to four (4) to six (6) weeks,
storeowners, managers, and/or store staff will be required to attend a new
Vendor training session held in Jefferson City, Missouri. Failure to attend this
training will void the contract process and will require a wait of 180 days
before resubmitting a new WIC application.

e The contract will be in effect when all signatures have been obtained, training
has been received, the store has received the Vendor identification stamps,
and the store is notified of the date it may begin to accept WIC checks.

e All owners, operators and managers of retail grocery stores, pharmacies and
special purchase stores who are making application to the program must
understand how the Missouri WIC Program operates. Compliance with all
policies, procedures, and regulations of the Missouri WIC Program is the
responsibility of each contracted Vendor.

WIC Vendor Authorization Contract

The WIC Vendor Authorization Contract is between a named contractor (Vendor)
and the State of Missouri, Department of Health and Senior Services (DHSS).
The contract authorizes a Vendor’s participation in the Missouri WIC Program
under State and Federal regulations (USDA Regulations 7 CFR Part 246.12).
This Contract also serves to meet objectives of the Department’s Integrated
Strategic Plan (see copy of contract in Appendix A). This Contract contributes to
the achievement of the following Missouri “Priority Results”: Born healthy and
enter school ready to learn, succeed in school, enjoy a long healthy life and
achieve financial and job security for family.
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Contract Period

Contract Category

Generally, contracts are given for a three-year period beginning October 1** (the
start of the Federal Fiscal Year). Unless otherwise notified by the Department, all
contracts expire at midnight on September 30™. New Vendors that join the
Program between these dates will be given a contract for the remainder of the
current contract period.

No vendor shall accept WIC food instruments for redemption prior to the
date specified on the WIC Vendor Authorization Contract, or after the
expiration date of the WIC Vendor Authorization Contract.

There are six contract categories based on the types of foods for which a Vendor
is authorized to redeem food instruments. The Department will determine the
category of contract offered to a Vendor.

Category

Description

6.1

All WIC approved foods, standard WIC contract formulas and all special
formulas. (Full service grocery stores with pharmacies.)

6.2

All WIC approved foods, standard WIC contract formulas and the option of
providing additional special formulas available through the Vendor’s grocery
wholesaler. (Full service grocery stores without pharmacies.)

6.3

Special formula only. This type of contract is reserved for Pharmacies Only.
Note: Standard WIC contract formulas are not allowed for redemption
with this type of contract.

6.4

Special formula, infant juice and infant cereal only. This type of contract is
reserved for Pharmacies Only.

Note: Standard WIC contract formulas are not allowed for redemption
with this type of contract.

6.5

Milk only.

6.6

A group of stores of varying size which are owned by a single entity (e.g., sole-
proprietorship, partnership, Sub-chapter “S” corporation, publicly traded
corporation, etc.).

Note: Each store location is evaluated individually against the selection criteria
and assigned category 6.1 through 6.5, as listed above.

Store
Ownership

Change of
Ownership

Revised 7/31/03

The WIC Vendor Authorization Contract specifies the name of the store.
Any change of store ownership makes the contract null and void.

A Vendor must give sixty (60) days advance notice to the Department of
ownership changes. This will allow NSWIC adequate time to process the contract
application for the new owner. A new vendor number will be required.

Note: Vendors may not use the income generated from WIC food instrument

redemption or WIC customers as a guarantee or incentive for prospective
buyers/owners.

Page 9 of 39
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Store
Location

Change of
Location

Chain Store

Expectations

Termination
Ceasing
Operations

Renewal
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The WIC Vendor Authorization Contract specifies the location of the store.

All Missouri contracted stores must be stationary buildings, fixed in one location
at all times. Any change of the location of a store makes the contract null and
void.

A Vendor must give sixty (60) days advance notice to the Department if the
location of a store changes. This will allow NSWIC adequate time to process the
contract application for the new location.

Chain stores are not automatically entitled to have all locations approved.
Each location must be evaluated against all selection criteria as if it were a single,
independent entity and will be individually listed on the contract attachment for
the corporation contract.

By signing the WIC Vendor Authorization Contract, a Vendor with stores in
multiple locations has accepted responsibility for Program operations of all
participating locations, which are listed on a Contract Attachment #1.
Notwithstanding, all stores will be assessed, categorized and treated individually
and not as one unit. Additions or deletions of individual store locations may be
requested by vendors, shall be subject to the same review procedures as single
location applicants, and shall be effective upon a signed Contract amendment by
of the Department. Termination or disqualification of individual stores will be
determined by the Department, with a fifteen (15) day written notice, unless
required to be immediate by the Regulations.

Before signing the WIC Vendor Authorization Contract, the owner, operator,
manager, or other person(s) authorized to sign the contract should carefully read
the entire contract.

It is extremely important that Vendors review the entire contract and
understand all expectations set forth by the Department before signing.

The Vendor must comply with the provisions of the Contract and must remain in
compliance with all federal and state laws, statutes, policies, procedures, manuals,
and regulations of the WIC Program, including any changes made during the
Contract period. Failure to do so will result in Contract termination. This
Contract is not a license or property interest.

A WIC Vendor Authorization Contract may be terminated by either party, for
cause, by giving at least thirty (30) days advance notice to the other.

A Vendor must give sixty (60) days advance notice to the Department when
ceasing operations.

If the Vendor wishes to continue to be authorized beyond the period of the current

Contract, or if terminated or disqualified, the Vendor must reapply for
authorization. Neither the Department nor the Vendor is under any obligation to
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Vendor’s
Rights

Appeals
Process

Vendor Request
Hearing

Vendor May
Not Appeal
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renew a WIC Vendor Authorization Contract. Expiration of the contract is not
subject to appeal.

The Vendor has the right of appeal when an application to participate is denied,
when during the course of the contract a Vendor is terminated or disqualified, or
when another adverse action, which affects the Vendor’s participation in the WIC
Program, is taken by the Department, with the following exceptions:

e The expiration of a contract and the Department’s determination regarding
participant access shall not be subject to administrative review.

e Disqualification of a Vendor as a result of disqualification from the Food
Stamp Program shall not be subject to administrative or judicial review.

Appeals Process

The State agency will use a uniform appeal process to evaluate and respond to all
appeal requests from contracted Vendors or applicants.

The Vendor or applicant has the right to appeal the following adverse actions:

1. Denial of authorization.
2. Termination for cause.
3. Disqualification.

4. Fines.

5.

Imposition of a Civil Money Penalty in lieu of disqualification.

The Vendor or applicant must provide the State agency with a written request for
a hearing within 15 days of the receipt of the notice of denial or adverse action.
The written request shall describe the action being appealed.

The State agency will provide full administrative reviews for all denials of vendor
applications and for imposed adverse actions. A Vendor or applicant must fully
comply with all appeal processes or forfeit appeal rights.

The Vendor may submit a written request for an abbreviated administrative
review when the State agency has terminated the vendor contract because of a
change in vendor ownership. The request must be received by the State agency
within 15 days of the receipt of notice by the Vendor.

The Vendor or applicant does not have the right to appeal the following actions:

1. Expiration of the vendor agreement.
Disqualification of a Vendor as a result of disqualification from the Food
Stamp Program.

3. Validity of the State agency’s participant access criteria and
determinations.
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Written Notice

Appeal
Information
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4. The State agency’s determination of whether or not a Vendor had an
effective policy to prevent trafficking.

5. The State agency’s determination whether or not the ownership was not
aware of, did not approve of, and was not involved in the violation.

6. Denial of authorization based on state procurement procedures.

7. Disputes regarding food instrument payments and vendor claims.

The State agency shall provide a Vendor with written notification of an adverse
action at least 15 days prior to the effective date of the action. The written notice
will include:

1. The cause or causes for the action.
2. The effective date of the action.
3. The right to appeal the adverse action.

When the State agency sends a notice of an adverse action as a result of a
conviction for trafficking in food instruments, including selling firearms,
ammunition, explosives, or controlled substances in exchange for food
instruments, the effective date of the adverse action is the date the notice is
received by the Vendor.

The State agency may postpone, at its discretion, the effective date of an adverse
action until the decision of a hearing is rendered. Appealing an adverse action
does not relieve a Vendor permitted to continue participating in the program while
an appeal is pending from the obligation of continued compliance with the terms
of all written agreements or contracts with the State agency.

The State agency will provide the Vendor the following information pertinent to
the appeal:

1. No less than ten (10) days advance notice of the time and place for the
hearing.

2. The opportunity to reschedule the hearing one time.

3. The opportunity to review all written case records prior to the hearing
which relate to the denial of authorization or adverse action, within the
limits of 7 CFR 246.26(e).

4. The opportunity to be represented by counsel if desired.

The opportunity to call witnesses.

6. The opportunity to confront and cross-examine adverse witnesses. When
it is necessary to protect the identity of State agency staff or contractors,
such examination shall be conducted behind a protective screen or other
device.

N

The State agency will provide an impartial decision-maker who will preside over
an administrative hearing and submit a written decision to the State agency. The
decision will be based solely on whether the State agency has correctly applied
federal and state statutes, regulations, rules, policies, and procedures governing
the WIC program according to the evidence presented at the hearing.
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Final Decision
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For abbreviated administrative review, a decision-maker will render a written
decision

based solely on whether the State agency has correctly applied federal and state
statues, regulations, rules, policies, and procedures governing the program
according to the evidence presented at the hearing. The decision-maker will be
someone other than the person who rendered the initial decision on the action.

The State agency will provide the Vendor or applicant with a written notification
of the final decision within 90 days from the date of receipt of the Vendor’s or
applicant’s request for a hearing. The timeframe is only an administrative
requirement for the State agency and does not provide a basis for overturning the
State agency’s adverse action if a decision is not made within the specified
timeframe.

The State agency is not responsible for losses incurred by the Vendor as a result
of disqualification and/or denial of an application to participate

If the administrative hearing results in a final decision adverse to the Vendor, the
appellant may seek judicial review of the decision to the extent authorized by law.
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Food Price List and Stocking Survey

By signing the WIC Vendor Authorization Contract, the Vendor agrees to submit
to the Department, on the appropriate form, current shelf prices and quantities for
WIC approved foods quarterly or as requested.

The Vendor is responsible for completing the Food Price List and Stocking
Survey in its entirety and returning it to the Department or its designee within the
timeframes given.

The information obtained from Food Price List and Stocking Survey is used to
calculate statewide average prices, which in turn are used:

1. To determine each store’s package prices. Vendors that are found to be
above the allowed variance from the statewide average package prices are
notified of the results. Vendors whose package prices are more than the
allowed variance of the statewide average package prices during two
quarters of the past twelve (12) months are subject to contract termination.

2. To set food instrument price limits.

To compare to Vendor's charges/billings on food instruments.

4. To determine appropriate billings during Department food instrument
review.

5. To project Program food expenditures for budgeting purposes.

(98]

The information is also used:

1. To determine whether each Vendor is meeting minimum quantity and
variety.

2. To determine availability of a nutritionally qualified food being
considered for

3. Missouri WIC approval. This is why Vendors may notice that not all of
the foods on the Food Price List and Stocking Survey are currently WIC
approved. The Vendor must not use the Food Price List and Stocking
Survey as a WIC approved food list.

Inadequate Participant Access

At the Department’s discretion, a Vendor may be authorized outside of the normal
authorization process when a situation of inadequate participant access arises.
Participant access determinations shall be made by, and are solely at the
discretion of, the Department.

If the Department determines that WIC Program disqualification of Vendor due to
Food Stamp Program (FSP) disqualification would result in inadequate WIC
Program participant access to WIC foods, the Department will assess a Civil
Money Penalty (CMP) in lieu of disqualification. A CMP will not be issued in
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lieu of disqualification for a third or subsequent sanction. This disqualification is
not subject to administrative or judicial review under the WIC Program.

Situations causing inadequate participant access may be the result of, but are not
limited to:

e The disqualification of a contracted Vendor.

e Change of ownership or location of a contracted Vendor.

e Disaster or other cause for the loss of, or access to, a contracted Vendor.

In urban areas, where public transportation is available, participant access will be

considered inadequate if any of the following conditions apply:

e A Vendor density of less than one per 500 participants.

e Participants must travel more than an average of one mile to a Vendor.

e Other conditions exist which makes a Vendor within a mile difficult for
participants to access.

In rural areas (non-class 1 counties), participant access will be considered

inadequate if any of the following conditions apply:

e There are less than two Vendors in the county.

e Participants must travel more than an average of ten (10) miles to a Vendor.

e Other conditions exist which makes a Vendor within ten miles difficult for
participants to access.

The Department may declare a situation of inadequate participant access to:

e Accommodate special populations (e.g., migrant workers and their families).

e Respond to disasters.

e In response to sudden or unexpected population changes to meet the public
health mission of the Department and the Program.

Program Abuse

A Vendor committing fraud or abuse of the WIC Program is liable to prosecution
under applicable federal, state or local laws. A Vendor which has willfully
misapplied, stolen, or fraudulently obtained WIC Program funds shall be subject
to a fine of not more than $25,000 or imprisonment for not more than five years
or both, if the value of the funds is $100 or more. If the value is less than $100,
the penalties are a fine of not more than $1,000 or imprisonment for not more than
one year or both [7 CFR 246.12(h)(3)(x)].

The Regulations provide for mandatory sanctions up to and including
disqualification. Disqualification from the WIC Program may result in
disqualification from the Food Stamp Program (FSP). Such disqualification may
not be subject to administrative or judicial review under the FSP.

The Department shall disqualify a Vendor for Program abuse. The Department
will give Vendor fifteen (15) days notice before imposing a sanction, except for
certain mandatory sanctions, which are required by Regulations to take immediate
effect upon receipt of notice by Vendor. Vendor has a right to appeal
disqualification or other adverse action that affects Vendor participation in the
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WIC Program unless otherwise stated or restricted by the Regulations [7 CFR
246.18].

Non-payment of claims for improperly transacted food instruments or
overcharges will result in Contract suspension, with fifteen (15) days notice, until
the Department receives payment in full. The Department may, at its discretion,
establish a repayment schedule for a Vendor. No repayment schedule will be
offered if intent to defraud or lack of business integrity has been established.

The Department may disqualify Vendor if Vendor has an imposed FSP CMP in
lieu of disqualification due to an FSP determination of FSP participant hardship.
A WIC Program disqualification due to a FSP CMP shall correspond to the period
for which Vendor would otherwise have been disqualified in the FSP.

Vendor Violations

Violations of WIC Program policies by Vendors are categorized as Class “A”,
“B”, “C”, or “D” Violations. The WIC Program is not required to give Vendor
prior warning that violations were occurring before imposing sanctions. Class
“A” and “B” Violations are subject to mandatory federal sanctions as defined in 7
CFR 246.12 and shall constitute grounds for disqualification from the WIC
Program for a minimum of one (1) year and up to permanent disqualification.
The Department shall not accept voluntary withdrawal of Vendor from the WIC
Program as an alternative to disqualification for Class “A” and Class “B”
Violations. Disqualification shall be entered on the record. Non-renewal of this
Contract shall not be used by the Department as an alternative to disqualification.
(See copy of contract in Appendix A, 22.1 thru 22.7 and Violations 22 thru 32).

For multiple violations found during a single investigation the Department shall
disqualify Vendor based on the most serious violation. However, all violations
will be included in the notice of action. If a mandatory sanction (Violations “A”
or “B”) is not upheld in an administrative hearing, the Department will impose a
sanction for the next most serious violation listed in the notice of action. (See
copy of contract in Appendix A for a listing of violations.)

The Department will assess the Vendor fines for the different classes of contract
violations. These fines will be paid to the Department as part of the required
corrective action. Failure to pay the fines levied may result in further sanctions
and/or disqualification from the WIC program.

For a single Class “B” Violation, #4 through #9, Vendor may be given a written
notice of violation. When written notice is given, Vendor will receive a one
hundred-dollar (100) fine, and must establish a corrective action plan.

For the first occurrence of a Class “C” Violation, Vendor will be given a written
notice of violation, receive a fifty-dollar (50) fine, and must establish a corrective
action plan. Failure to comply with the established corrective action plan will
require Vendor to attend a mandatory training.
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For the second occurrence of a Class “C” Violation within one (1) year of the first
violation, Vendor will receive a one hundred-dollar (100) fine and must establish
a corrective action plan that includes Vendor attendance at a mandatory training.

For the first occurrence of Class “D” Violations, during the course of a single
investigation, Vendor will be given a written notice of violation, receive a fifty-
dollar (50) fine and must establish a corrective action plan. Failure to comply
with the established corrective action plan will result in Vendor attendance at a
mandatory training.

For the second occurrence of Class “D” Violations, during the course of a single
investigation within one (1) year of the first violation, Vendor shall receive a one
hundred-dollar (100) fine and must establish a corrective action plan which will
include Vendor attendance at a mandatory training

The Department will assess Vendor a fine of fifty dollars (50) for any month in
which returned food instruments exceed twenty-five (25) and a fine of fifty
dollars (50) for each error (#33 through #41 of the contract) found during a covert
investigation.

The Department will assess Vendor a CMP in lieu of disqualification only if the
disqualification would result in inadequate participant access as defined by the
Department. Ten (10) percent of Vendor’s average monthly WIC redemptions
multiplied by the number of months Vendor would have been disqualified will
determine the CMP. Vendor’s monthly WIC redemption for the previous six (6)
months will be used to determine the average monthly WIC redemption. For each
violation that warrants permanent disqualification, the amount of the CMP shall
be $25,000. may impose a CMP for each violation. The total amount of CMP for
violations found, as part of a single investigation shall not exceed $50,000.
Amounts are subject to If during the course of a single investigation Vendor
commits multiple violations, the Department change in future revisions to the
Regulations.

If Vendor does not pay or partially pays a fine and/or CMP within the specified
time frames, the Department will disqualify Vendor for the length of the
disqualification corresponding to the class of violation for which the fine and/or
CMP was assessed in lieu of disqualification.

Revised 7/31/03

End of Section II: Vendor Authorization
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Vendors are essential to the success of the Missouri WIC Program in improving
the nutrition and health status of women, infants and children. The Vendor’s role
in the Program is to provide WIC customers with only those foods issued on the
food instrument (as specified) or on the WIC approved food list, in the specified
quantity, brand, size and type. This serves to provide participants with the
specific nutrients they need and reinforces the nutrition education they have
received. A copy of the WIC Procedures for Cashiers is located in Appendix B.
Vendors may make copies as needed.

Vendor Training

By signing the WIC Vendor Authorization Contract, Vendors agree to accept
training and instruction annually on the WIC Program from the Department or its
designee. At least one representative of the Vendor must participate in training
annually. Training may include, but is not limited to: all initial evaluations for
new WIC Vendor Authorization Contracts, required scheduled Vendor training,
follow-up of compliance-buy purchases that do not result in disqualification, any
noncompliance with the Vendor agreement; monitoring visits or audits, and
educational buys.

Every Vendor applicant must attend a new Vendor training session held in
Jefferson City before a WIC Vendor Authorization Contract will be issued.

Vendors are required to attend mandatory training if they have a first occurrence
of a Class “B” violation or a second occurrence of a Class “C” or “D” Violation,
or have failed to submit the required corrective action plan for a Class “C” or “D”
Violation. All mandatory training sessions will be held at the Department’s
Jefferson City office. Vendors failing to attend the required session will receive
further sanctions up disqualification from the program and /or a CMP.

Emplovyee Training

By signing the WIC Vendor Authorization Contract, Vendors agree to be
accountable for all actions of employees involved in the WIC transaction, and the
handling of WIC food instruments.

Specifically, it is the responsibility of the store manager to ensure all employees
handling WIC transactions (stocking, food instrument redemption and
bookkeeping) are properly trained on program requirements.

It is strongly recommended that Vendors keep documentation of training for each
employee trained to handle WIC transactions. A copy of the Vendor Training
Documentation, (WIC-22) form used by the Department to document training
sessions is in Appendix C. This form may be copied and used by Vendors as
documentation for each employee trained.
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Management Information for Cashier Training Preparation

Food Instrument  Food instruments in the form of checks are issued to participants for up to two (2)

Eal o .

months at a time. They contain a prescription for those supplemental foods
specifically intended for the participant. WIC customers may use their checks at
any authorized WIC Vendor in Missouri.

There are two colors of checks, green on-line computer-printed checks and
maroon off-line computer-printed checks. All Vendors shall accept both colors of
checks as valid payment for the WIC transaction.

e On-line computer printed checks are generated by a centralized computer
system and printed by the local WIC provider.

e Off-line computer printed checks are generally used in emergencies, when the
communication line to the centralized computer system is not available.
Information is printed by a secured local WIC provider computer on a
different color check. The check is a different color to help the local WIC
provider with check inventory control and accountability. The WIC Vendor
must accept and process these checks in the same manner as the more
commonly issued on-line (green) checks.

Instructions for Proper Completion of Food Instrument at the Store

VENDOR STAMP — This is where you will stamp your Vendor ID — clearly — in black ink only.
SIGNATURE — The participant/proxy signature must be obtained here (black or blue ink preferred).
MUST NOT EXCEED - This is the maximum amount that will be paid by the WIC Program.

PAY EXACTLY - Your cashier will fill in the purchase amount here (black or blue ink preferred). This
amount will be edited against the “MUST NOT EXCEED” amount shown in the box above. An amount
shown as redeemed at a higher amount will be rejected by the system.* There must be no alteration to this
amount other than a single strikethrough and the correct amount written in above the wrong amount along
with the cashier’s initials. *Refer to Section 4 of this manual for information on how to request
reimbursement of a food instrument that exceeds the maximum amount.

FIRST DATE TO USE — The date that the check is redeemed must be on or after this date. There must
be no alteration to this date.

DATE USED - As cashiers enter this date, (black or blue ink preferred) they must check to make sure it
is on or after the “FIRST DATE TO USE” (above) and that it is before or on the “LAST DATE TO USE”
(below).

LAST DATE TO USE - This is the last date that the participant is authorized to redeem this food
instrument. You must deposit the check within twenty-five (25) days of this date or the check will be
returned to you as “Stale Dated”. There must be no alteration to this date.

LOCAL AGENCY-ISSUER — The Local Agency/Issuer identification information must be present in
these blocks.

FOOD PRESCRIPTION — There must be no obvious alteration to these items or quantities. Special
milks and formulas will be hand written if the prescription is prefaced by the typed letters SF or SM. For
example, =~ Human  Milk  Fortifier  would  be SF (hand  written item)
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The WIC Participant Identification Folder must be presented to the cashier when food
instruments are presented. If the cashier does not see the folder, he/she should
politely ask the WIC customer if they have it with them.

If the WIC customer does not have the folder with them, the transaction cannot be
completed. Give the food instrument(s) back to the WIC customer and refer them
to the local WIC provider.

NO PARTICIPANT IDENTIFICATION FOLDER = NO REDEMPTION.

The person presenting the food instruments for redemption must be authorized to
do so. Signatures of those persons authorized to redeem food instruments will
appear on the WIC Participant Identification Folder. Each folder may have up to
three signatures on it. If the person presenting the food instruments for
redemption has the WIC Participant Identification Folder but his/her signature is
not on it, the transaction is over. Give the food instrument back to the WIC
customer and refer them back to the local WIC provider.

When two or more food instruments are presented for redemption, each must be
handled as a separate transaction, so that a separate receipt is generated for each.

By signing the WIC Vendor Authorization Contract, the Vendor agrees to provide
only WIC approved foods issued on the food instrument in the specified
quantities. The Vendor must allow the purchase of the full amount of WIC food
issued on the food instrument. The Vendor must allow all approved foods on the
food instrument and in quantities no more than those shown on the food
instrument. If the customer purchases allowable food in the quantities allowed
and the amount of the purchase still exceeds the maximum amount of the check,
send this food instrument to the state WIC office with a Approval Request for
Non-Paid WIC Check (WIC-77) form, the cash register receipt, and any written
explanation needed (See Appendix F). If the state WIC office verifies the entire
transaction was correct, the check will be approved for the total amount
redeemed.

Each food item presented for redemption must be verified to ensure it is the
correct food item. Failure to check each food item can result in a loss of income
for the Vendor.

No substitutions or exchanges are allowed at any time for any food item
prescribed on a food instrument. Do not issue rain checks, credit slips, due
bills or any other similar type billing when a food issued on a food
instrument is not available.

Note: If the store is completely out of a food item or does not have the entire

quantity of a food item issued on the food instrument, the WIC customer may
choose not to continue the transaction, otherwise the WIC customer forfeits the
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specific food item entirely or forfeits the remaining quantity. The WIC customer
must be given the choice.

Infant formula - If a food instrument is presented for infant formula and the
Vendor does not have the entire quantity issued on the food instrument, a Partial
WIC Formula Redemption Form WIC 21 may be used (located in Appendix H).
This form is to be used only in an emergency, for formula ONLY, if the
customer cannot travel to another store or return later.

This form is not a substitution, rain check, credit slip or due bill. Because infants
are considered to be at a higher nutritional risk, the Partial WIC Formula
Redemption Form was developed to provide necessary formula in a timely
manner. This form allows the WIC customer to redeem the food instrument for
the formula the Vendor has on hand, without forfeiting the remaining quantity.
Excessive use of this form will be considered a contract violation. The vendor
must never change the WIC food instrument for formula not purchased.

The Partial WIC Formula Redemption Form is available from the Department.
The Vendors may request a copy of this form by calling 800-392-8209 or faxing a
copy of the WIC Store Order Request, WIC-5 located in Appendix H. Vendors
may copy this form as needed.

All of the information needed to properly complete this form is found on the face
of the food instrument or the register receipt.

BEFORE scanning the foods or writing on the food instrument, be sure to verify
that the food instrument is valid.

a. Is today’s date within the “FIRST DATE TO USE” and “LAST DATE TO

USE”?

e If not, the food instrument is not valid. Cashiers may ask the WIC
customers if they have a food instrument that has the correct dates for use
today. If not, the transaction is over. Give the food instrument back to the
WIC customer and refer them to the local WIC provider.

b. Was the food instrument fully completed by the WIC provider?

e It is the local WIC provider’s responsibility to properly complete the food
instrument. Specifically the “AGENCY NUMBER”, “CHECK
NUMBER?”, “DO NOT EXCEED LIMIT”, “PARTICIPANT NUMBER”,
“PARTICIPANT NAME”, “PROG CODE”, “FOOD PKG CODE”,
“FIRST DATE TO USE”, “LAST DATE TO USE”; as well as, the
“FOOD”, “SIZE” and “ISSUED” block. All areas must be computer
generated. The only exception to this is in the food prescription area of
the check. Here there may be a hand written item in an area designated by
either SF or SM
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Senior Services

If any of this information is incomplete, the transaction is over. Give the
food instrument back to the WIC customer and refer them back to the
local WIC provider.

c. Is the food instrument free from alteration?

Look at the food instrument carefully to be sure it has not been altered in
any way. Look for items such as whiteout, add-ons, written over items,
etc.

If a food instrument appears to have been altered, the transaction is over.
Circle

those areas that appear to be altered, write “refused” and the store’s
vendor number on it. Then give the food instrument back to the WIC
customer and refer them back to the local WIC provider.

d. Is each food being presented issued on the food instrument?

Cashiers may ask WIC customers to separate their WIC foods from all
other items

they are purchasing on their own. If a food is not issued on the food
instrument, it must not be added to the WIC transaction.

e. Is each food WIC approved, in the approved type, size, and brand?

It is strongly recommended that each cash register be equipped with the
current WIC Approved Food List to assist in this process. Be sure to check
each food, to ensure it is the specific brand, type and size approved for
what is prescribed on the food instrument.

f. Are the quantities less than or equal to what is issued on the food instrument?

WIC customers are not required to purchase all of the items issued on the
food instrument, nor are they required to take the full quantity of what is
issued. However, the quantity of food purchased must not exceed the
amount prescribed on the food instrument.

Was the check over the maximum amount listed on the check. If so, are
the food items rang up actually approved WIC food items, and are the size
and quantity of the food items rang up the same as those listed on the food
instrument? If not, edit the transaction before finalizing.

Scan the Foods By signing the WIC Vendor Authorization Contract, the Vendor agrees to:

a. Scan or ring all foods and all applicable sale prices

WIC customers must be charged the same price, or less, than is charged to
non-WIC customers.

Offer WIC customers the same courtesies as offered to other customers,
including but not limited to, in-store promotions.

b. Deduct any coupons presented by the WIC customer

Revised 7/31/03

When presented, “cents off” discount coupons must be accepted. Simply
deduct the value assigned as you would any coupon for non-WIC
customers.
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Note: Ifa Vendor’s registers are automatically programmed to add tax to
a coupon, the Department will reimburse for the amount of tax on the
coupon ONLY, however, the coupon must appear on the receipt.

c. Total the sale without tax

Before

Do not charge sales tax on any WIC transaction.

Do not have WIC customers sign a tax exemption letter or form for any
WIC transaction. The Missouri WIC Program is not subject to Missouri
Sales and Use Tax for any WIC transaction.

cash is to exchange hands

Do not transfer cash in the form of change to the WIC customer.

Do not charge the WIC customer cash or credit for the food items covered
by the food instrument.

Do not charge the WIC customer for any amount over the “MAXIMUM
PURCHASE PRICE MUST NOT EXCEED” limit.

Do not give the WIC customer any money back if the total is less than the
“MAXIMUM PURCHASE PRICE MUST NOT EXCEED” limit.

Do not allow WIC customers to exchange any WIC foods for cash refund,
merchandise or other food items. When there is a food safety issue or
recall for a product other than formula, exchanges should be made
whenever possible.  When exchange is not possible, contact the
Department for appropriate instructions. If you receive a recall notice on
formula, contact the Department for appropriate instructions.

the WIC customer signs the food instrument, the cashier must complete

the “DATE” (date of the sale) and “PAY EXACTLY AMOUNT” (total on the
receipt) fields.

Obtain

the customer signature after the cashier enters the “DATE” and “PAY

EXACTLY AMOUNT”. No pre-signed food instruments are to be accepted.

a. Compare the WIC customer’s signature to the signatures on the WIC
Participant Identification Folder. The name and the script must be the same
as one of the signatures on the WIC Participant Identification Folder.

1.

2.

After signing the first time, if the name is the same but the signature does
not match, have the WIC customer sign the food instrument again.
Recheck the signature with the WIC Participant Identification Folder
again.

After signing a second time, if the signatures still do not match, do not
accept the food instrument. The transaction is over. Do not allow the
WIC customer to leave with any of the food items. Give the food
instrument back to the WIC customer and refer them back to the local
WIC provider.
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b. The register receipt and food instrument should be placed in the register or
cash drawer. Do not attach the receipt to the food instrument. Vendors are
required to retain the register receipt for the current Contract period, for audit
purposes. Do not give the receipt to the WIC customer.*

*The receipts must be made available to WIC staff or its representatives, when
requested. If receipts are retained at a location other than the Vendor site
(corporate office or bookkeeper’s office), it is the duty of the Vendor to deliver
the receipts within one hour to the WIC staff when requested.

The Vendor will not be paid for any food instruments submitted without the WIC
customer’s signature.

In preparing each check for deposit the following steps should be followed:
a. Review for completeness.
1. Check for participant signature.
2. Check for amount of sale.
3. Check for date of sale.
b. Stamp check with vendor ID stamp.
Vendor ID stamp is to be used with black ink. Replacement stamps may be
ordered from the Departments contracted banking service provider at the Vendors
expense. To order a new stamp, make a copy of the form in Appendix I, complete
the form and send to the address indicated on the form. Notify the Department

immediately if stamps are lost or stolen.

Vendor Complaints

The Department is interested in hearing about specific problems, concerns or
suggestions Vendors may have with WIC transactions, including WIC customers,
food instruments and local WIC providers.

A Vendor may write a letter or submit a copy of the Vendor Concern form with
any problems, concerns or suggestions to the Department or local WIC provider
(See Appendix E). Vendors can copy this form as needed.

WIC participants are educated by the local WIC provider regarding WIC
approved foods and correct food instrument redemption procedures. Complaints
against WIC customers are handled by the local WIC provider with oversight by
the state. Complaints are discussed with the participants involved and correct
procedures are re-emphasized. WIC participants may be sanctioned and/or
penalized for violations of WIC Program rules.

Revised 7/31/03

End on Section III: Training/Checkout Procedures
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